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STATEMENT OF REQUIREMENTS 
  
1. SCOPE OF CONTRACT/PURPOSE  
 

1.1. The purpose of this solicitation is to request proposals for a company or individual to 
create an Employment and Training Performance Application.  The application should 
be able to track, analyze, report and forecast performance measures across 
characteristics, services and locations for all employment and training programs 
operated by SkillSource Centers in Northern Virginia. The application will track 
employment cases from time of entry to exiting the program.  The application will be 
used to communicate with case managers and to monitor program success through use 
of features such as alert system, notices and reports. 

 
1.2. The successful offeror will be expected to work with County staff on finalizing 

requirements. 
 

 
2. BACKGROUND 
 

2.1. This initiative is funded by the Fairfax County Department of Family Services 
(County). The County currently provides employment services at SkillSource Centers 
across Northern Virginia.  The County is interested in having this application created to 
aid in tracking and analyzing information received regarding the services the 
SkillSource Centers provide. The County serves approximately 800 cases currently 
across nine (9) locations.  

 
 
3. SCOPE OF SERVICES TO BE PROVIDED BY OFFEROR(S)  
 

3.1. Offeror(s) are requested to submit their proposals to create a hosted, web-based 
application which will accomplish the following tasks: 

 
A. Data Tracking -Track and report data based on specific programs, including:  
 

1. Profile of clients 
a. Sort data by specific characteristics and outcomes (ie. age, sex, barriers to 

employment, number exited the program, number of open cases, etc.) 
There are currently approximately 20 fields of information to sort. Link 
data with other main categories (ie. Display all clients with X barrier and 
X service, etc.). 

 
2. Services accessed 

a. Track what services are being used and compare this information 
b. Cross-reference services with programs and other categories 
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B. Data Reporting Functions 
 

a. Data should be accessed by the reporting functions but also be available 
for export for additional analysis.  

 
C. Automatic Notification and Letter Generation 
 

a. Automatic notifications generated to selected staff when certain criteria in 
the application are met such as dates or case milestones. 

b. Application should automatically generate notices / letters to customers 
when certain criteria are met. 

 
D. Data Analysis  

 
a. Calculate current data performance based on a set standard of 20+ 

formulas. 
b. Analyze expenditures based on various characteristics: by program, 

service location, SkillSource staff member, services provided etc. 
 
 

E. Data Trend Analysis and Forecasting 
 

a. Compare programs across locations and over time. 
b. Calculate wage trends and other data trends given specific formulas. 
c. Compare subcategories of occupations for wage data. 
d. Forecast performance based on current data. 
e. Provide monthly, quarterly and annual reports on performance. 

 
F. Application Functionality 

 
a. Generate and display information in various formats (charts, graphs, 

spreadsheets, etc.). Offeror should describe how this will be accomplished. 
This information should be able to be exported and be ODBC compliant. 

b. Allow user to define the reporting parameters and time ranges. 
c. Sort and link all data across Measurements and Characteristics. 

 
G. Application Maintenance and Hosting   
 

a. Contractor will perform as needed maintenance to the application. 
b. Offeror will propose hosting options.  
c. Offeror will propose maintenance terms including options for maintenance 

if County decides to host application (The County reserves the right to 
host the application in the future). 

 
4.  DELIVERABLES 
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4.1. The successful offeror will be expected to provide the following deliverables: 
 

A. Project Plan: Upon award of the contract, the offeror will prepare a project plan 
describing the activities, milestones and deliverables for the entire project.  This will 
include a complete project schedule and resource requirements.  The plan will 
present and discuss a “concept of operations” – presenting the basic technical 
components of the application and how they relate to each other.  The plan will also 
describe project management standards, configuration management, and quality 
control/quality assurance practices to be applied.   

 
B.  Design Document:  Upon completion of requirements, the successful offeror will 

prepare a document detailing the application design including screen designs. 
 
C. User manual: The offeror will prepare a user manual for the application. The 

manual should provide step by step instructions on how to access the application 
and execute all features of the application. 

 
D. Testing Plan: The offeror will prepare a plan for reviewing the application for final 

acceptance. This plan will be used to test that the final delivered product is 
operating according to design. 

 
E. Post-Implementation Support Plan:  The Offer will prepare a document 

describing how they will support operations after the software is in use.  This will 
include procedures for reporting and responding to application outages, software 
errors, requests for enhancements, real-time backup and disaster recovery 
procedures.  The document should also discuss how software changes will be tested 
and introduced into the production environment.  

 
F. Technical Documentation: The successful offeror will provide the following 

technical information: 
 

- A physical database model and data dictionary 
- Functional specifications for each feature of the software 
- Technical Architecture 
- Communications software and protocols 
- Database Platforms 
- Server Architecture and software 
- Security Architecture 

 
5. MAINTENANCE 
 

5.1.   The following should be included as part of the offeror’s maintenance agreement with     
the County: 

 
A. All application upgrades or updates will be made available to the County as part of 

the maintenance agreement.   
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B. No additional fees will be associated with platform upgrades.   
C. The County is interested in reviewing alternative approaches to maintenance. 

 
 
6. SUBMISSION OF PROPOSALS 
 

6.1. Offeror(s) must complete and submit a 2-part proposal consisting of a technical 
proposal and a business proposal.   

 
6.2. The Technical Proposal should be concise, yet complete. The Technical Proposal 

includes the following: 
 

a. Name and address of the offeror or company, and if a corporation, when 
and where incorporated as well as appropriate Federal, State and county 
Tax ID numbers.  

 
b. The Technical Proposal should demonstrate an understanding of the need 

and the offeror’s proposed work plan or strategy for accomplishing the 
scope of services identified in Section 3, Scope of Services to be Provided 
by offeror(s). 

 
c. A plan to work with the County to finalize the requirements.  
 
d. A timeline of the proposed project.  The project should be well under way 

by July 1, 2004. 
 

e. Offeror(s) should demonstrate an awareness of the difficulties in the 
completion of the work and a willingness to work with County staff to 
provide high quality services. 

 
f. Offeror(s) should include a description of the organization and staff 

experience in providing the services requested.  Include resumes of key 
staff and clearly identify how they will contribute to the provision of 
services. 

 
g. Offeror(s) proposal must comply with the County’s Application Life Cycle 

Standards. http://www.co.fairfax.va.us/gov/dit/sdlcs.htm 
 
 

6.3. The Business Proposal should contain the justification for the cost of the service.  It 
should also contain data adequate to establish the reasonableness of the proposed costs.  
It should delineate personnel costs, travel, supplies, equipment or other expenses, as 
appropriate. 

   
a. The total cost of the services to the County per hour.  
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b. The cost for license(s), hosting, maintenance, joint application meetings, 
and upgrades to the application. 

 
c. Any incentive price breaks, discounts or free additional services. 

 
d. Offerors will be evaluated on their ability to offer high quality services 

while keeping costs reasonable for the services provided. 
e. Offer must complete and submit the attached Form DPSM35. 
 

6.4. Submit seven (7) signed and completed copies of proposal by mail or hand-delivery, 
not later than 4:00 p.m. on May 12, 2004 to:    

 
Stephanie Clements 
Office of Human Services Administration, Contracts Management 
12011 Government Center Parkway, Suite 738 
Fairfax, VA 22035-0085 
 

Clearly mark the proposal envelope as an OFFER. 
 
If offeror has any technical questions prior to the proposal submission 
date, please contact Stephanie Clements at the following e-mail: 
Stephanie.Clements@Fairfaxcounty.gov. 

 
 
7. EVALUATION PROCESS AND CRITERIA FOR AWARD 

 
7.1. A Selection Advisory Committee (SAC) will be appointed to review and evaluate all 

proposals received in response to this RFP.   Technical and Business proposals will be 
evaluated based upon the following criteria: 

 
• overall quality of the Technical Proposal 
• experience of the offeror in providing programs/services 
• responses to Section 3  
• ability to adhere to requirements of Section 11, Insurance 
• demonstrated willingness of the offeror to work with the County 
• flexibility of the offeror, and experience, quality and quantity of 

potential staff  
• references 
• reasonableness of price  

 
7.2. Upon receipt of the Technical and Business proposals, the SAC will evaluate the 

responses and rank the offeror(s). County reserves the right to waive any informalities 
and to reject all proposals in whole or in part. 

 
8. PERIOD OF CONTRACT 
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8.1. The period of this contract shall be from date of contract award through June 30, 2005. 

This contract may be renewed at its expiration for five (5) one-year periods, if 
agreeable, to all parties for the continuation of maintenance and hosting.  Notice of 
Intent to renew will be given to the offeror in writing by the County, normally 60 days 
before the expiration date of the current contract.  (This notice will not be deemed to 
commit the County to a contract renewal.) 

 
8.2. Any contract awarded pursuant to this Request for Proposal is conditioned upon an 

appropriation made by the County of funds sufficient to pay compensation due the 
Contractor under the contract.  The contract will provide that if such an appropriation is 
not made in any fiscal year, and the County lacks funds from other sources to pay the 
compensation due under the contract, the County will be entitled, at the beginning of or 
during such fiscal year, to terminate the contract.  In that event, the County will not be 
obligated to make any payments under the contract beyond the amount properly 
appropriated for contract payments in the immediate prior fiscal year.  The County will 
provide the Contractor with written notice of contract termination due to the non-
appropriation of funds at least thirty (30) calendar days before the effective date of the 
termination.  However, the County’s failure to provide such notice will not extend the 
contract into a fiscal year in which funds for contract payments have not been 
appropriated. 

 
 

8.3. It is anticipated that this contract will be awarded to become effective in June 2004. 
 

9. PRICING 
 

9.1. The subsequent contract will be a firm-fixed price contract.  The fee(s) will remain firm 
and will include all charges that may be incurred in fulfilling the requirements of this 
initial contract.  Any additional work will be discussed in the future and price will be 
negotiated at that time. Changes in cost for any subsequent yearly contract renewals 
will be based on the Consumer Price Index (CPI-U), Table 10, Selected Local Areas, 
Washington, DC-MD-VA, or other relevant trade publications, etc. 

 
 
10. PAYMENT  
 

10.1. Payments will be made based upon written acceptance of the following deliverables and 
milestones: 

 
a. Finalized project plan (delivered within 30 days of contract signing) – 
10%    
b. Screen prints – 30% 
c. Users manual – 30% 
d. Final acceptance of the application and application going live– 30% 
e. Maintenance should be billed on an annual basis. 
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f. Hosting should be billed on a monthly or quarterly basis. 
 

10.2. Payment will be made by the County within 30 days of receipt of     
        completed invoices from the vendor. 

  
 
11. INSURANCE 
 

11.1. The Contractor will be responsible for its work and every part thereof, and for all 
materials, tools, equipment, appliances, and property of any and all description used in 
connection therewith whether owned by the contractor or by the County.  The 
contractor assumes all risks of direct and indirect damage or injury to any person or 
property wherever located, resulting from any action, omission, commission or 
operation under the contract, or in connection in any way whatsoever with the 
contracted work. 

 
11.2. The Contractor shall, during the continuance of all work under the Contract  

  provide the following: 
 

a. Maintain statutory Worker's Compensation and Employer's Liability 
insurance in limits of not less than $100,000 to protect the Contractor from 
any liability or damages for any injuries (including death and disability) to 
any and all of its employees, volunteers, or subcontractors, including any and 
all liability or damage which may arise by virtue of any statute or law in force 
within the Commonwealth of Virginia, or which may be hereinafter enacted. 

 
b. The Contractor agrees to maintain Comprehensive General Liability insurance 

in the amount of $1,000,000 per occurrence, to protect the contractor, its 
subcontractors, and the interest of the County, against any and all injuries to 
third parties, including bodily injury and personal injury, wherever located, 
resulting from any action or operation under the contract or in connection with 
contracted work.  The General Liability insurance shall also include the Broad 
Form Property Damage endorsement, in addition to coverage’s for explosion, 
collapse, and underground hazards, where required. 

 
c. The Contractor agrees to maintain owned, non-owned, and hired Automobile 

Liability insurance, in the amount of $1,000,000 per occurrence, including 
property damage, covering all owned, non-owned borrowed, leased, or rented 
vehicles operated by the Contractor.  In addition, all mobile equipment used 
by the Contractor in connection with the contracted work will be insured 
under either a standard Automobile Liability policy, or a Comprehensive 
General Liability policy. 

 
d. The Contractor agrees to maintain insurance in the amount of $1,000,000 to 

cover each individual professional staff. 
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e. The Contractor agrees to maintain liability insurance in the amount of 
$1,000,000 to cover its operations. 

 
f. Liability insurance may be arranged by General Liability and Automobile 

Liability policies for the full limits required, or by a combination of 
underlying Liability policies for lesser limits with the remaining limits 
provided by an Excess or Umbrella Liability policy. 

 
g. The Contractor agrees to provide insurance issued by companies admitted 

within the Commonwealth of Virginia, with the Best's Key Rating of at least 
A: VI.   

 
h. The only exceptions to this are insurers of the London Syndicate and other 

recognized British and European insurers who are not rated by Best Guide. 
 

i. Hold-harmless and Indemnification: 
Contractor shall indemnify, keep and save harmless the County, its agents, 
officials, employees and volunteers against claims of injuries, death, damage 
to property, patent claims, suits, liabilities, judgements, costs and expenses 
which may otherwise accrue against the County in consequence of the 
granting of a contract or which may otherwise result therefrom, if it shall be 
determined that the act was caused through negligence or error, or omission of 
the Contractor or his or her employees, or that of the subcontractor or his or 
her employees, if any; and the Contractor shall, at his or her own expense, 
appear, defend, and pay all charges of attorneys and all costs and other 
expenses arising therefrom or incurred in conjunction  therewith; and if any 
judgement shall be rendered against the County in any such action, the 
Contractor shall, at his or her on expense, satisfy and discharge the same.  
Contractor expressly understands and agrees that any performance bond or 
insurance protection required by this contract, or otherwise provided by the 
Contractor, shall in no way limit the responsibility to indemnify, keep and 
save harmless and defend the County as herein provided. 

 
j. The Contractor will provide an original, signed Certificate of Insurance and 

such endorsements as prescribed herein, and shall have it filed with the 
County Purchasing Agent and/or Risk Manager before any work is started. 

 
k. If the Contractor delivers services from a County-leased facility, the 

Contractor is required to carry personal property insurance on all equipment 
installed and maintained on the premises. 

 
11.3. No change, cancellation, or non-renewal shall be made in any insurance coverage   

without a forty-five day written notice to the County Purchasing Agent and/or Risk 
Manager.  The Contractor shall furnish a new certificate prior to any change or 
cancellation date.  The failure of the Contractor to deliver a new and valid certificate 
will result in suspension of all payments until the new certificate is furnished. 

 
11.4. Precaution shall be exercised at all times for the protection of persons (including  
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 employees) and property. 
 

11.5. The County of Fairfax, its employees and officers shall be named as an additional  
insured in the Automobile, General Liability and Professional Liability policies and it 
shall be stated on the Insurance Certificate with the provision that this coverage is 
primary to all other coverage the County may possess. 

 
11.6. If an “ACORD” Insurance Certificate form is used by the Contractor’s Insurance  

agent, the words, “endeavor to and “… but failure to mail such notice shall impose no 
obligation or liability of any kind upon the company: in the  “Cancellation” paragraph 
of the form shall be deleted. 

 
12. MONITORING  
 

12.1. County staff may institute such monitoring activities as are reasonably needed to ensure 
that this agreement is performed in accordance with its provisions. 

 
13. NEWS RELEASES BY VENDORS 
 

13.1. The County does not endorse the products or services of a contractor.  News releases 
concerning any resultant contract from this solicitation will not be made by a contractor 
without the prior written approval of the County. 

 
14. ACCESS TO AND INSPECTION OF WORK 
 

14.1. County staff shall, at all reasonable times, have access to the work being performed 
under this agreement, wherever it may be in progress or preparation.  Upon written 
request, Contractor shall make available to the County all reports, records and other 
documents reasonably required. 

 
15. OWNERSHIP OF WORK PRODUCTS 
 

15.1. All software work products, documentation, and data developed for this contract by the 
CONTRACTOR shall be the exclusive property of the County.  The County reserves 
the right to request data files from CONTRACTOR. 

 
 
 
 
 


